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-Aworker's guide to 
Unemployment Insurance 


Introduction 


Unemployment Insurance (UI) protects you when you lose your 
job. It provides temporary income while you look for another 
job, are sick, pregnant or caring for a new-born or adopted child. 

Most Canadians work in jobs covered by UI. This means they 
pay into the UI system and collect benefits when they are out of 
work. 

This booklet is designed to help you understand the process 
involved in applying for Unemployment Insurance. It will 
explain what procedures to follow, list some of the documents 
you need, as well as your rights and responsibilities. 

This booklet does not go into detail on the types of benefits 
available or what you must do to qualify for them. It will, 
however, give you some advice on where to find further 
information. 


What types of benefits are there? 


If you’ve lost your job, you would apply for regular UI benefits. 

Information on the criteria you must meet to qualify for 
regular benefits can be found in the publication Unemployment 
Insurance: Regular benefits (IN-021). 

If you can’t work because you’re sick, pregnant or caring for 
a new-born or adopted child, you would apply for special 
benefits. Information on these benefits can be found in the 
booklet Unemployment Insurance: Special Benefits (IN-018). | 

Both of these publications are available at your Canada 
Employment Centre (CEC). 


How do | apply for UI? 


The process of applying for UI is actually quite easy. You simply 
drop by your Canada Employment Centre and obtain an 
application form provided by a reception/enquiries clerk. Make 
sure you fill out the form carefully. Any mistakes or blank 


2 A worker's guide 


spaces may delay the processing of your claim for UI. The 
reception/enquiries clerk will help you to ensure the form is 
completed properly. 

You need to include the following two documents when 
submitting your completed application form: 


@ your Social Insurance Number (SIN). If you lose your SIN 
card and don’t know your SIN number, you can apply for 
another card at your local CEC. It costs $10 to replace a lost 
or stolen SIN card. 


wm your Record of Employment (ROE). This is a form your 
employer must give to you within five days after you leave 
your job. It details the dates you worked and the amount of 
money you earned. But even if you don’t have your ROF, 
file your claim immediately. Otherwise you may lose 
benefits. We cannot pay you bdenefits until we have your ROE 
information but we can start to process your claim. : 


If you have more than one ROE, attach them all to your 
application. They could influence how long you can receive 
benefits and how much you can collect. 

If you’re applying for special benefits, you’ll need other 
documents in addition to the ones listed above. Check the 
Unemployment Insurance: Special Benefits (IN-018) booklet 
for more details. 


You should fill out your application « even if you don’t have all 
the information you need. You can send the information later, 
and explain why you don’t have it on the application form. — 

But remember, the processing of your claim cannot be 
completed until we receive this information. 


An important thing to remember when applying for UI is that 
CEC staff are there to answer your questions and assist you in 
any way possible. 

After you complete the application, it is evaluated by an 
Unemployment Insurance (UI) Agent to determine if you qualify 
for benefits. They base their decisions on established principles 
and practices established through legislation and jurisprudence. 

In order to make sure UI Agents make the fairest decision 
possible, they may contact you to ask you some additional 
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questions about your application. This is a standard procedure, 
and the Agents are trained to ask these questions with tact and 
sensitivity in order to get all the facts they need, from both you 
and your employer, to make a fair decision. 

There is a two-week waiting period for which no benefits are 
paid. And if you qualify, it may take several weeks for your first 
benefit cheque to arrive. 

If you are denied benefits, you would receive a letter in the 
mail explaining the reason for the decision, and you would 
receive information explaining your rights to appeal. 

If you have any information which could affect your claim, 
please contact your UI Agent. It could help reverse the 
decision made on your claim without the need for an appeal. 


How is it decided if | qualify 

for regular benefits? 

We use several criteria. First, you must have worked in 
employment in which you paid UI premiums. Second, you must 
have worked between 10 and 20 weeks during the past 52 
weeks, depending on the unemployment rate where you live. 
Third, you must be looking for and available for work. Again, 


the booklet Unemployment Insurance: Regular Benefits 
(IN-021) supplies all the details. 


What are my rights and responsibilities? 


You have the right: | 
m to file a claim for UL : 
m to have help filing a claim; 
wm to have help finding a job; 


@ to get regular UI benefits or special UI benefits (if you 
meet the conditions); 


™ to appeal any decision about your benefits you believe is 
unjust. 


Aen | | Special Benefit 


Can | get benefits if | quit my job? 


That depends on why you quit. If you quit your job voluntarily 
without just cause or are fired for misconduct, you will not 
receive any benefits. 

The decision to quit a job is a difficult one, and it entails very 
serious consequences. Not only would you be sacrificing 
income, you may have difficulty finding another job. 

Of course there may be circumstances which make it 
impossible for you to continue working at your job. The 
Unemployment Insurance Act recognizes this fact, and lists 
several grounds under which you could quit your job and still be 
eligible for benefits. These include: 


@ sexual or other harassment; 


@ obligation to accompany a spouse or dependent child to 
another residence; 


@ discrimination on a prohibited ground of discrimination 
within the meaning of the Canadian Human Rights Act; 


@ working conditions that constitute a danger to health or 
safety; 


@ obligation to care for a child or an immediate family 
member; 


@ reasonable assurance of another employment in the 
immediate future; 


@ significant modification of terms and conditions respecting 
wages or Salary; 


@ excessive overtime work or refusal to pay for overtime work; 
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m Significant changes in work duties; 


m antagonistic relations between an employee and a supervisor 
for which the employee is not primarily responsible; 


m employer’s practices that are contrary to law; 


m discrimination with regard to employment because of 
membership in an employee organization; and 


m undue pressure by an employer on employees to leave their 
employment. 


There are, of course, other reasons to quit with just cause. 
But to establish just cause, you have to show that you had no 
reasonable alternative to leaving your job. 

You can read more about how EIC decides when a person has 
just cause for leaving employment by reading The UI guidelines 
for processing claims following voluntary quitting of 
employment. This document is available for public consultation 
at your Canada Employment Centre. 


If I'm in one of these situations, 
should | quit my job right away? 


If you’re in a difficult work situation, it is wise to take all the 
reasonable measures you can to correct the situation before you 
decide to quit. 


For example, several options might be available to you if 
you're a victim of sexual harassment or discrimination. You 
could deal directly with the individual causing the difficulty, you 
could seek advice through a counsellor, union representative or 
the provincial department responsible for labour standards. If 
the employer you work for is large enough, you could request a 
transfer to another department. As well, community groups are 
invaluable in offering help and counselling. 

You might also have some alternatives in other work 
situations. For example, if you’re working in conditions which 
pose a danger to your health and safety, you could inform your 
employer or union of the situation or try to obtain leave. If you 
must take care of a child or other immediate family member, you 
could seek temporary leave from your employer or explore child 
care alternatives which may be available. 
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It’s a good idea to record all the steps you have taken, and to 
keep copies of any correspondence you sent or received 
concerning the matter. 


How is it decided if 

| quit my job with “just cause?” 

Whether you are deemed to have voluntarily quit your job with 
just cause depends on your reasons for quitting and the efforts 
you were able to make in seeking other alternatives or to correct 
the situation before you took that final step. 

When deciding if you are eligible for benefits, the UI Agent’s 
role is to collect all the relevant information that can be 
reasonably obtained from both you and your employer. First, 
the Agent will take your information at face value and find out 
what steps you took to remedy the situation. The Agent will 
then speak to the employer. 

The UI Agent can draw reasonable conclusions based on the 
evidence presented. There may be situations where the evidence 
from one side contradicts the evidence from the other, and no 
information is uncovered which would tip the scales one way or 
the other. In these kinds of situations, the benefit of the doubt is 
given to the claimant. 

In sensitive situations, such as sexual harassment, the 
claimant may be uncomfortable about discussing the reasons for 
having quit. In these cases, you can speak to a UI Agent of the 
same gender if you wish, and all interviews will be held in 
private. 

And because of the delicate nature of the situation, neither the 
claimant nor the employer would face intense and embarrassing 
questioning. Again, where the evidence is not clear-cut, the 
benefit of the doubt 1s given to the claimant. 

It’s important to remember that the UI Agent’s only goal 
when asking you questions about your situation is to obtain the 
facts they need to make a fair decision. They are trained to 
approach these situations with tact, courtesy and sensitivity, and 
they do not make judgments about you or your circumstances. 

It is also important to remember that voluntarily quitting with 
just cause does not necessarily give you the right to receive UI 
benefits. You will have to meet other requirements of the 
legislation; for example, you have to be available for work. 
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What if | accept a voluntary 
retirement package from my employer? 


You may find yourself in a position where your employer is 
reducing his or her workforce, and offers you a separation 
package in order to avoid laying off other staff. 

If you accepted this separation package, you would be eligible 
for UI benefits. However, you wouldn’t be able to collect 
benefits until your separation payments have run out. Of course, 
you must also be available for work. 


What does it mean to be fired for misconduct? 
You are considered to have been fired for misconduct if you 
wilfully committed an act harmful to an employer’s operations, 
such as absenteeism or failure to comply with an employer’s 
rules. 

The UI Agent does not automatically disqualify you from 
receiving benefits if your employer indicated on your Record of 
Employment that you have been fired for misconduct. The 
Agent will collect all the relevant information available and will 


then make a decision. Again, the benefit of the doubt is given to 
the claimant. 


What if | disagree with the Agent's decision? 

If you don’t agree with a UI Agent’s decision, you have the right 
to appeal. The appeal process begins with an informal hearing 
in front of the Board of Referees. It is free, and you don’t need 
to hire a lawyer to handle the case for you, although you have 
the right to do so. 

If you don’t agree with the Board of Referee’s decision, you 
may be able to appeal further to the Umpire. 

For details on the appeal process, the fact sheets If you don’t 
agree... UI and you: Your right to appeal (IN-132) and Your 
right to appeal to the Umpire (IN-339) are available at your 
Canada Employment Centre. 
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Any other tips? 


Yes. Always remember that Unemployment Insurance is a 
safety net designed to help you when you are unemployed or are 
unable to work. Canada Employment Centre staff are there to 
assist you throughout the process of applying for UI benefits and 
answer any questions you may have. They will also ensure that 
UI benefits are paid to those entitled to receive them, and that 
the program is administered fairly. 3 
This brochure gives general information only. For more 
information, consult the other brochures mentioned in this 
publication or ask at your local Canada Employment Centre. 
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A reminder 


fF ely making oi or plane statements is an 
offence under the law. The Canada Employment and 
Immigration Commission has control programs to detect 
abuse of the Unemployment Insurance (UI) Program. We 
_also investigate third party reports of UI abuse. 

During the year 1991-92 we conducted over 1.1 million 
investigations and uncovered about $216.7 million in 
overpayments. In addition to recovering overpayments, we 
have imposed about 153, 000 pale and undertaken 894 
prosecutions. © 

Finally, we also have a diclone policy. If a claimant 
or employer admits to abuse before an investigation is 
begun, there is no penalty or prosecution. All over- 


_ payments, however, must be paid back. 


For further information, contact your ool Canada 
Employment Centre. . 


This brochure contains general information only. When a question 
arises, the Unemployment Insurance Act must govern. 


| 


Produced by Public Affairs 
Employment and Immigration Canada 
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